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SO ADMINISTRATIVE INSTRUGTION o | 2 March 1949
25X1A NO,. o e R

| SUBJECT:  Unvouchered Funds,
 25X1A - Administrative Instrustion [ cctea 4 vovemver 1947, subjects
{ Unvouchered Funds, 1is hereby reseinded,

~ FOR'THE DIREGTOR OF CENTRAL INTELLIGENCE:

Captain, USN
Exegutive
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. ADMINISTRATIVE TNSTRUCTION
- NuBER

SUBJECT: Unvouchered Funds

- -1, Specisl Funds Regulatibn No. 1 dated 21 October‘19465kis:changed ‘_-

‘as indicated below for those activities not under the supervision of the
Assistant Director for Special Operations: : ' : L
, a. Paragraphs 3.3, 4.2; and 6.4;ép) (c) (d) and (e), and the
extension of authority under Project _g§5 approved. by ‘the Deputy

" Director on 30 July 1947, are rescinded.

b, . The authority .of Assistant'Directors and the Executive for
A&M to approve obligatiens and expenditures of unvouchered funds -
- without prior approval of the Director is withdrawn,

‘ee (1) ALl obligatibns, advances and expenditures of unvouchered

funds for any purpose must be approved in advance by the
Director,vor his representative designated in writing,

(2) Requests for authority to obligate, advance, or
~expend unvouchered funds will be initiated by interested
Branch or similar Chiefs end forwarded through Assistant
Directors or Staff Section Heads and the Executive for

A% to the Director, except thosg projects submitted for
action by the Projects Review Committee under the provi=
slons of CIG Administrative Order NN deted 25 Octo=
ber 1946, ' Recommendations of the Projects Review Come-
mittee will be submitted to the Director for final action
‘in each case, ‘ S ,

, (3) Requests for. authority to advance unvouchered funds
. under approved recommendations of the Projects Review:

Committee and vouchers covering expenditures thereunder
will be reviewed by the Branch or similar chief; who will
enter thereon the number and date of the approved project,
end forward i1t through his Office or Staff Section Head
for approvel and transmission to the Chief, Special Ser-
vices Division, Budget and Finance Branch, A&M, for action,

(4) Advances of unvouchered funds and certification'for }

- 'payment of vouchers covering expenditures and obligations

of unvouchered funds in accordance with prescribed regula-

‘tions may be made by the Chief and Deputy Chief, Budget

-and Finance Branch, A&ll, or the Chief, Special Services

- Division of that Branch, wheh prior approval of the pro- ‘
- - Ject has been obtained under the provisions of this direc=
oo tdvey ‘ RN L ‘ ' L

_ONFIDENTIAL Ye-mems 65 dmed |

(2609) RENUHBERED PER C'Iﬁi cmzran oroen (A

7 25X1A

- Approved For Releése 2001/08/02 : CIA-RDP81-00728R000100010046-3



0840046-3 .
W M 'y 2

“

Approvegi¥or Relé%-200'1/oé/oz - CIA-RDP81-00728R00010
: - 2 -

L (5) Vouchers covering expenditires or obligations of '
B e unvouchered funds approved by action other than by the

oo eoode 7 Projects Review Committee will be handled in the same
i o » manner as indicated in (3) above,

.2, A memorandum of instructions for the guldance of individuals who
* may travel under suthorization involving reimbursement from unvouchered funds
is attached, R . S

3. The Executive Director and the Executive for Administration snd
Management are authorized in the name of the Director of Central Intelligence:

a, To appfove travel within the continental limits of the
United States of prospective employees to Washington for inter=-
view when considered as essentizl in the best interests of CIG,

b, To approve travel within the continental limits of the

United ‘States for recruiting purposes end/or incidental expenses

%v , /.. incident thereto when circumstances in comnection therewith war-
i ' rant utilization of unvouchered funds,

3 - ¢4 To take final action on, or meke recommendations to the

o Director in connection with cases nmormally handled under the pro-
visions of peragraph 1lc(4) sbove when the individuals listed
therein are in disagreement with requests or vouchers presented
to them for action.

4. Payment of the saleries of individuals employed on an unvouchered
funds status pending the establishment of vouchered positions by the Civil
Service Commission is authorized only until the date of establishment of
the vouchered position in each case. . :

5, a, FEach Assistant Director (except ADSO) and Steff Section
Head will submit to the Projects Review Committee in writing,
within ten days after receipt of this memorandum, his antici-
pated normal requirements, not previously approved by the Direc=
s S tor, for unvouchered funds, by quarter, for the balance of the

i . : Fiscal Year 1948, A list of suggested classifications to be
"submitted is attached, : ’

‘ b; Major projects involving_large expenditures which are not
yet developed to a point which will permit factual and intelligent
presentation may be omitted and submitted separately at later dates,

‘ ! H. ,!!LLENKOETT‘ ER
; - "'~ Rear Admiral, USN -
. Director of Central Intelligence

| 25X1A

2 Attachments
‘1, Instructions for Travelers
2/ List of suggested classificaetions for projects :

' DISTRIBUTION "A"
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) { : k . that provided in militery and naval regulations,

AUTHORIZATION

1. The uge of unvouchered funds for travel and expenses incident thereto

.+ will.be authorized only when the nature of the travel or official
duties in connection therewith is such that security considerations.
make 1t impracticable to pay travel costs from vouchered funds. A1 -
travel to be paid from unvouchered funds must be authorized or approved
by the Director or his designee in writing., 7

2« A request for authorization to travel under unvouchered funds should
be initiated by the appropriate Branch Chief and forwarded through
the Assistant Director or Staff Scction Chief and the Executive for
Administretion and ‘Management for approval, The approved request
will be returned to the traveler and a signed copy forwerded to the
Chief, Special Services Division, Budget and Finance Branch, and will
constitute the authority for payment of the traveler's account ‘upon
submission of a proper voucher. ‘ :

ADVANGES

1, After the travel has been authorized by the Director, an advance of
funds required to cover the anticipated costs of travel may be
secured by the traveler from the Chief, Special Services Division,
All advances must be fully accounted for by the traveler.

TPE OF EXPENSES ALLOVED

1. Reimbursement will be made for actusl costs of ‘transportation by rail,
: bus, vessel, and air; and for taxi fares to and from rdailway stations,
(R . air or bus terminals. The lowest availeble first-class facilities

" may be secured, Luxury compartments, etc., are not allowed unless ‘

- specifically justified by the circumstances, Travel by personally
~owned automobile or special conveyance, as distinguished from public
common carrier facilities, must be specifically authorized or ex~
plained, :

2, Per diem in lieu of subsistence will be zllowed a traveler while he
‘. is -away from his official station. Regardless of the amount actually

spent by the traveler for personal items such as hotel roons, meals,
laundry, tips, etc., he will be reimbursed for only the amount of
the stipulated per diem, The per diem rate:for civilians in the
U. S, is $6.00 per day, For civilians traveling abroad the rate
varies from $7,00 upwards depending upon the location. The rates
of per diem paid to military and naval personnel will not exceed

‘.3, Under certain circumstances entertainment expenses in connection
- with securing confidential informetion and related official pur=
poses will be- allowed, The official purpose or necessity for the
entertainment and the date and place must.be shown., The number - of
persons entertained must be indicated together with a ‘statement
that names of the persons entertained are withheld for security
' reasons, ' : R R TR

-1 =

B "Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3




e e s et R

a.

4

€

b’

* 4o ‘Miscellaneous incidental expenses such as hire of stenographic ser-
' vices, rentel of special quarters for official purposes, payment of:
telephone and telegraph charges, etey, may be allowed when the
official necessity therefor is properly explained ‘

'PREPARATION OF TRAVEL QXPENSE VOUCHER

1, Upon completion of travel the traveler will prepare Travel Voucher
';Form No. 33-12 with the following information indicated  thereon:

‘ An itinerary showing the dates and timee of departure from-

and arrival at his official station and points visited on

-official business.
An itenization of per diem claimed, computed on the basis ,

of the traveler's itinerary,

An itemization of all transportation charges paid and an

_explanation of any special conveyances or: lukury accommo=

dations used.

An’ itemizetion end justification of all entertainment or

incidental expenses claimed.

Paid receipts supporting all expenditures, or an explana=
tion as to why such receipts were not obtained

2;’ The traveler will sign the Travel Voucher Form No. 33-12 as "Payee"

and the appropriate Branch.or Office Chief will sign as "Approving

@t' . . Officer",

The Travel Account will then be forwarded to the Chief, .

~ Special Services Division, Room 210, Central Building, for audit
and payment

" Attachment 1.,

47 npproved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3
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UL R : : Sgggested ;temg for Unvouchered P;ogosals

(When classification of Projeots warrant the use of unvouchered funds)

‘;01, Personal Services
‘J' O : Non=Civil Service Employees

? Consultants
I
02, Travel

Subsistence (reimbursement for nctual expense or per diem)
Incidental Travel Expenses

- Assessment and Recrulting Expense

Reimbursement for use of. Privately~0wned Automobile

2, Transportation

Transportation‘of'Things _

04, Communication Services

Telegraph
Rental of Post Office Box ‘ '
Telephone Installation Gosts, Rental, and Tolls

Postage

0%, Rents and Utility Services

Rental of Office.
Equipment Rental
~ Utility Services

i

i ' Transportation of Persons
4 .

1

' _Oz; Other Contractual Services

P : . Storage and Maintenance of Vehicles

Security Investigations. (of Individuals)

Purchase of Information from Individuals or Firms
Entertainment Expense

Contract Stenogravhic Services:

Newspaper and Magazine Clipping Service

- 08, upplieg and Materials

bt . . Office. (Emergency) ., (4 ;i
' 2 Publications : EEA

Attachment 2, .
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CONFIDENTIAL

GENTRAL INTELLIGENCE AGENCY
Washington, D. Cy .

ke ADMINISTRATIVE INSTRUCTION | e ' N ave:
NUNBER s - : | - J,Novgm

. SUBJECT: Unvouchered I‘unds .
S ‘ (Adnministrative Ins tructions ated 10 Sep
ber 1947 and datec Uetober. 1947 -are

. rescinded

REGULATIONS APPLIGABLE TO CIA (EXCEPT OFFICE OF SPECIAL
© OPERATIONS)

1. OSpecial Funds Regu'l ations No. 1 dated 21 October 1946 is
anended as. :mdicated below: ,

- Paragraphs 3.3, 4.2, and 6.4(b) (¢) (d) and (e),;
and the extension of authority under Project ,005, approved
by the Deputy Director on 30 July 1947, are: rescinded.

, b, The authorlty of Ass:.stant Dlrectors and the Execs
‘. utive for A&M to approve obligations and expenditures of
unvouchered funds without prior epproval of ‘ohe Dlrector »
. is w:Lthdrawn. o o

(1), an oblig'ltions, advances, and expendltm'es
of unvouchered funds for any putrpose must be- approved
in_advence by the Director or: his representatlve desig=
nated in writing,

(2) ‘Requests for authority to obligate, advance
" or expend unvouchered funds will be initiated by interested
Branch or similar Chiefs and forwarded through Assistant -
Directors or Staff Section Heads and the-Executive for A&M
to the D;Lrector, exceépt those projects submitted for action
by the Projects Review Conmittee under the provisions of
CIA Adninistrative Instruction [ dated 25 October
1946,  Reconmendations of the Projects Review Cormittee
Cowill be subnitted to the Director for' final actlon in each
- case,,

LN S (3) Requests for: authority to advance unvouchered
' funds ‘under: .approved recommendations of the’ Projects Review
Committee and vouchers cOVer:Lng\ expenditures’ tohereunder '
- willibe revieweld\}‘by the/Branch or similar chief whe will
. " enter thereon the number and date of the approved project
7 and:forward 1t through his 0ffice or Staff Sectich Head '
- for approval ‘and transmission to the’ ‘Chief, Specisl Ser= ' =
: j,vices Division, Budget and Finance Brench, A&M i‘or action. R

Approved For Releaksé 2001/08/02 : CIlA-RDP81-00728R000100010046-3 ;
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: (4) Advances of unvouchered funds ' and certification
for payment ‘of vouchers cOVering expenditures and obligations
+of unvouchered funds in accordance with prescribed regulations
nay bé riade by the Chief and Deputy" Ohief Budget and Finance.
. Branch, A&M or the Chief, Special Services Division of that
‘ Branch vhen .prior approval of the project has been obtained
. under the provisions of this directive. Any disputed items o ‘
will be referred to the Executive for Adninistration a.nd ' ST
o Managenent for action, S

: (5) Vouchers covering expenditures or obligations of
unvouchered funds approved by action other than by the Pro=-
Jjects Review Committee will be handled in the ‘same- manner as
indicated in (3) above. : :

2. a, Travel on unvouchered funds will be euthorized only when‘

' fsecurity considerations prevent the payment from vouchered funds, Re-

quests for authorization to travel on unvouchered funds will be initiated ,
by the appropriate Branch Chief and forwarded through the Assistant Direc=-
tor or Staff Section Head to the Executive for Adminigtration and Manage= -

' nment for action.. ‘Reimbursement for travel expenses will be allowed in

accordance with applicable Government travel regulations.

b. A memorandum of instructions for the guidance of indi—
viduals who nay travel under: authorization involv1ng reimbursenent fron
unvouchered funds is attached. : .

“ 3. Entertainment expenses in connection with securing confi=-
dential information and related official purposes will be authorized when
justified. Accountings for sueh.authorized expenditures should state
the official nature of the entertainment, the date, the placé, and the
nunber of those entertained, and the nanes, unless security con51dera-
‘tions prevent specific 1dent1flcation. .

4e 'The Executive Director and the Executive for. Adninistra-f

‘ tion and: Manegement aite authorized in the name of the Director to approve

travel within the continental limits.of the United States for recruiting -
purposes and/or incidental. expenses 1noident thereto when circunstances
in’ connection'therewith warrant utilization of unvouchered funds.

L II, REEULATIONS APPLICABLE TO QIA* 1P~
Lo Paynent of the salaries of 1ndividuals enployed on af un- .

vouqhered funds statis pending the establishnent of vouchered positions: . L
by the Civil Service Commission is authorizéd mly until the date of ese RERR e

'tablishment of the vouchered position in each cose,

}

Approved For Release 2001_/08/02 : CIA-RDP81-00728R000100010046-3
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f Afi-mooowas-g,

o No candidate or upplicant for enploynent will be iﬁVited
“to trnvel to Washington at Government expense for ‘assessment or: inter-
view vwithout the prior personal approval - of the Director or his repre- _
sentative designated in writing. : Lo o

Rear Admiral, USN S
Director of Gentral Intelligence R ey

“Atmchnent - i R e e |
Instructions Govarning Expenditure of . ; o S U
Certain Unvouchered Funds s : : : . . o

R L : . I i

DISTRIBUTION=' A .
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INSTRUGTIONS GOVERNING DXPENDITUBE OF CERTAIN UNVOUCHEREQ_ ND

: AUTHOR ZA’I‘I ON

l. The use of unvouchered’ funds for travel and expenses incident. thereto
. will be authorized only when the nature of the travel or official =
duties. in connection’ therewith 18 such that security considerations -
.. make 1t impracticable to pay travel costs from vouchered funds, All
‘travel to be paid fronm unvouchered funds rust be.authorized or ap-
proved by the Director .or his des gnee in writing.

e A request for authorization to travel under: unvouchered funds should
’ be initiated by the appropriate Branch Chief and forwarded through'
the Assistent Director or Staff Section Chief and the Executive for
Administration and Management for approval, The approved request
- will be returned to the traveler and a signed copy forwarded to. the
~jchief, Spe¢ial Services Division, Budget and Finance Branch and will
constitute the authority for payment of the traveler!s account “upon
submission of 'a proper voucher.

ADVANCE_S_

1, After the travel has been authorized by the Director, an advance of
" +.. - funds required to cover the anticipated costs of travel may be se=
cured by the traveler from the Ohief, Special Services Division,
A1l ‘advances must be fully accounted for by the traveler in accord=-
ance with CIA regulations. :

TYPE OF EXPENSES ALLOWED

SR Reinbursement will be made for actual costs of transportation by
! rdail, bus, vessel and air; and for taxi.fares to and from railway
,statlons,v air or bus terminals, The lowest available firsteclass
facilities ray be secured, ILuxury comparitments, etc., are not
allowed unless specifically Jjustified by the circumstances, Travel:
by ‘personally owned automobile or special conveyance,.as dlstinguished
from public common carrier facilities, must. be speciflcally aut.hor-
ized or expldined, ‘

2. Per dien in 1lieu of subsistence will be allowed .a traveler while he .
1+ 1s away from his official sta.tion. Regardless of the anount actually -

. spent by the traveler for personal items such as hotel rooms, meals,
laundry, tips, ete., he will be reinbursed for only the amount of .
the ‘stipulated per ‘diem, The per diém rate for civilians: in the U, +Se
is. $6 0C per day. For civilisns traveling abroad, the rate varies
ﬁ'om $7 00, upmards depending upon the location, . The ratés of per -

- diem paid to rul:Ltary and havel personnel will ‘not exceed that pro- :

B vided in nilltary and’ naval regulations. : _

3 ;Miscellaneous incidental .expetisas - such’ as hirs of. stenographlc ser=
" ‘vices, rental of’ special quarters. for - official purposes, pa}ment S
. of “telephone. and ‘telegraph charges, etcq, nay be alloved when ‘the
A official necessity therefor is properly explained ‘ -

CONFIDENTIAL
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' ‘»-'mmow OF TRAVEL ELI_’ENSE voucm

.. 1, :Upon completion of travel the traveler will prepare Travel Voucher
" . Form No. 33-12 with the following infornation dndicated thereon: L

. 'd.‘,An Ltinerary shoming the dates and ‘tines of - depnrture :
v fron and arrival at his official’ stetion and points .
visited on: official busineas.

A
I
i
[+
b
b

. b, An itenization of per dien clained, conputed on the g
' basis of the trnveler's itinerary. :

q; An itenization of all trensportafion charges paid and
an oxplanation of any special conveyances or luxury
acconnodations used. \ .

~de An itemization end Justificetion of all or incidental i
" , expenaea clained, -

e, Paid receipts supporting all: expenditures, or an explana-‘
. “tion ns to why such receipts were not obtained.v

" 2, The traveler will sign the Travel Voucher Forn No. 33-12 as "Payee",
o and the. appropriate Branch or Office Chief will sign as "Approving
T . .Officer", The Travel Account will then be forwarded to the Chief,
P Speecinl Sorvices Dlvision, Roon 210, Central Bulldlng, for audit

i and pnynent. o

- Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3
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CENTRAL INTELLIGENCE AGDNCY
Wrmhington, D, C, -

 ADMIFISTRATIVE INSTRUCTION 2 ladch 1949
1o, SRR o , Lo

‘SUBJECT: Unvouchérod, Funds.

Adminiswative Instruction- doted 4 November 1947, subjecﬂ' ‘
,Unvoucherod Funda, is hereby rescindcd. . - ‘ ‘ o

- FOR THE DIRECTOR OF GENTRAL INTELLIGENCE:

\
v

o 1
Executive

DISTRIBUTION: A

 CONFIDENTIAL
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CENTRAL INTELLIGENCE AGENCY

. Washington, D, c.

ADVINISTRATIVE INSTRUCTION o RS Novanber 1947,

e

SUBJECT: . Unvouchered Funds = - ‘ , SR
, . (Adninistrative Ins ons No, -dated 10 Septen=
.~ ber 1947 andﬂidated 3 October 1947 are
rescinded,) - - : R ‘ ‘

I. 'REGULATIONS APPLICABLE TO GIA (EXCEPT OFFICE OF SPECIAL
OPERATIONS) 3 ‘

1. Gpeeial Funds Reguletions [ acted 21 october 1946 15

‘ar‘nen‘ded as ‘indicated below:

_ a, .Paragraphs 3.3, 4.2, and 6.4(b) (¢) (d) and (e),
and’ the extension of authority under Project ,005, approved
by the Deputy Director on 30 July 1947, are rescinded,

~b. The authority of Assistant Directors and the Exece
utive for A&M to approve obligations and expenditures of
‘unvouchered funds without prior approval of the Director :

is withdrawn, '

. (1) .All obligations, advances, and expenditures

. ~of unvouchered funds for ‘any purpose rust be approved )

. in_advance by the Director or his representative desig- °
nated in writing, c ' o

(2) "Requests for authority to obligate, advance -
.or expend unvouchered funds will be initiated by interested
Branch or similar Chiefs end forwarded through Assistant
Directors or Staff Section Heads and the Executive for A&M
%o the Director, except those projects submitted for action
by the Projects Review Committee under the provisions of.
CIA Adninistrative Instruction ﬁ dated 25 October
1946, Reconnendations of the Projects Review Committee
will be: submitted to the Director for final action in each
case, o L o : ' o

(3) Requests for authority to advance unvouchered
- funds under: approved recommendations of the ‘Projects Review
. Committee and vouchers covering expenditures thereunder
- ‘will be reviewed by the Branch or similar chief who will
. enter thereon the number and date of the approved project .
7 and forward it through his Office or Staff Section. Head
~ for approval and transmission to ‘the Chief, Special Ser- "
vices Division, Budget and Findnce Branch, A&M for actien,

" Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3
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(4) Advances of unvouchered funds ‘and certification
‘for payment of vouchers covering expenditures and obligations
of unvouchered funds in accordance with prescribed regulations
" nay be made by the Chief and Deputy Chief, Budget and Finance
Branch, A&M or the Chief, Speeial Services Division of that
: Brunch when prior approval of the project has been obtained
under the provisions of this directive., Any disputed dtems
“will ‘be referred to the Executive for Administration and
Managenent for action, :

I . o . (5) Vouchers GOVering expenditures or obligations of '
: ‘ unvouchered funds approved by action other than by the Pro-
L ' jects Review Committee will be handled in ‘the same manner as
P : indicated in (3) above, .

2. a, Travel on unvouchered funds will be authorized only when
v‘security considerations prevent. the payment from vouchered funds, Re=
‘quests for authorization to travel on unvouchered funds will be initiated
. by the appropriate Branch Chief and forwarded through the Assistant Direc-
tor or Staff Section Head to the Executive for Administration and Manage=
i Lo ment for action. Reimbursement for travel expensés will be allowed in
Lo ) accordance with applicable Government travel regulations.

b. A memorandum of instructions ‘for the guidance of indi-
viduals who may travel under autMorization involving reimburseément from
unvouchered funds is attached. ‘

© 3. Entertainnent expenses in connection with' securing confi=-
‘ vdential information and related official purposes will be authorized when
Justified, Accountings for such authorized expenditures should state
the official nature of the entertaimment, the date, the place, and the
nunber. of those entertained, and the names, unless security considera-:
‘tions prevent specific 1dentification.

‘ : 4e The Executive Director and the Executive for Adninistra-
tion and Management are authorized in the neme of the Director to approve
travel within the continental limits of the United States for recruiting
. purposes and/or incidental expenses incident thereto when-circunstances
-~ in connection therewith warrant utilizatiOn of unvouchered funds.

o

IR STE # ¢ RmULATIONS APPLICABLE 10 G

. , 1. Paynent of the salaries of individuals employed on an un=

ERE T vouchered funds status pending the ostablishnent of vouchered positions
“0 7 by the Civil Service Cormission is authorized mly until the date of es-

tablishnent of the vouchered. position in each case. : .

 CONFIDENTIAL
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2.. No candidate or applicant for enploynent will be invited
to travel to Wnshington at Government expense for assessmont or inter=

view without the prior peraonnl approval.of the Director or his repre-‘
sentutive designated in writing. ‘ v . ;

o T Sl " Rear Adniral, USN ' ‘ o
Director of Central Intelligence

Attachnent =
Instructions Goverriing Expenditure of
Certain Unvouchered Funds

DISTRIBUTION: ‘A
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e | " CONFIDENTIAL

INSTRUCTIONS GOVERNING_ EXPENDITURE OF CERTAIN UNVOUCHERED FUNDS

AUTHORIZATION

1

|

% 1l.: The use of unvouchered funds for: travel and expenses 1ncident thereto
| , - will be’ authorized only when the nature of the: travel or of ficial

i ‘ duties in connection therewith is such that. ‘security considerations

; -make it impracticable to pay travel costs from vouchered funds, All -
! travel to be pald from unvouchered funds must be authorized or ap=

{ proved by the Director or hls designee in writing,

Re N request for authorization to travel under unvouchered funds should

. be initiated by the appropriate Branch Chief and forwarded through:
the Asslstant Director or Staff Section Chief and the Executive for
Administration and Management for approval, The approved request
'will be returned to:the traveler and a signed copy forwarded to.the

- Chief, Special Services Division, Budget and Finance Branch and will
constitute the authority for payment of the traveler's account upon
‘submission of a proper voucher,

ADVANCES

1,: After the travel has been authorized by the Director, an advance of
‘funds required to cover the anticipated cogts of travel may be se=~
cured by the traveler from.the Chief, Special Services Division,

All advances must be fully accounted for by the traveler in accord=-
ance with CIA regulations, ‘

TYPE OF EXPENSES ALLOWED

AR 1. Reimbursement will be made for actual costs of transportatlon by

i ) rail, bus, vessel, and air; and for- taxi fares to.and from rallway
stations, air or bus terminals. The lowest available firsteclass
facilities may be. secured, Luxury compartments, etc,, are not

allowed unless specifically Justified by the circumstances, Travel
by personally owned automobile or special :conveyance, as distinguished
from public common carrier facilltles, must be speciflcally author=
-ized or explained, ° ;

2. Per dien in 1ieu ‘of subsistence will be allowed a traveler while he

is away from his official station., ‘Regardless of the amount actually
“spent by the traveler for personal items such as hotel rooms, meals,
laundry, tips, etc., he will be reirbursed for only the amount of
the ;stipulated per diem. The per dien rate for civilians in the U.S.

is $6.00 per day., 'For civilians traveling abroad, the rate varies
fron $7.00 upwards depending upon the location., The rates .of per
dien paid to military and naval personnel will: not exceed - that pro-”f
vided in military and naval regulations. '

3. ;Miscellaneous incidental ‘expenses such as hire of stenographlc ser=
Yo vices, rental of special quarters for official purposes, paynent -
oo of telephone and telegraph charges, etc., ‘riay be allowed when the
official necessity therefor is properly explained, :

~ CONFIDENTIAL
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CONFJDENTIAL

PREPARATION OF TRAVEL EXPENSE_VOUCHER

1, Upon completion of travel, the traveler will prepare Travel Voucher :
. Fornm No, 33~12 with the following infornation indicated thereont

An itinerary showing the dates and ‘tines of departure
from and arrival at his official station and points
visited on official business. s :

An itemization of per ‘dien clalned, computed on the-
basis of the traveler! 8- 1tinerary,

An itemization of all transportafion charges paid and
an explanation of any spécial conveyances or 1uxury
accormodations used,

An itenization and justification of all or incidental
expenses clained,

- Paid receipts supporting all expenditures, or an egplana- N

tion as to why such receipts were not obtained.

2. The ‘traveler will sign the Travel Voucher Forn No. 33-12 as "Payee",
and the appropriate Branch or Office Chief will sign as. "Approving
Officer", The Travel Account will then be forwarded to the Chief,
Special Services Division, Room 210, Central Bu¢1ding, for audit
and payment,

CONFIDENTIAL

ttachment 1.

Approved For Release 2001/08/02 : CIA-RDP81-007_28R000100010046-3




T

. MEMORA - S ' | L
NUMBER : | : RS - 10 September 1947  piqiNTL

R 'GENTRAL”INéELtIGENCEdeOUP’"‘1':3f E fnf7f" SR e e
e Approved For Release 2001/08/02 ClﬁiRDES (})728R000100010046 ? P VET AT -

STATINTL

SUBJECT Unvouchered: Funds

1. Speeial Funds Regulation No., 1 dated 21 October 1946, is changed

‘as indicated below for those activities. not under the supervision of the

A381stant Director for Special Operations:

a. Paragraphs 3, 3, 442, and 6.4 &'l (¢) (d) and (e), and the
extension of authority under Project qf'approved by the Deputy
v Director on: 30 July 1947, are rescinded.

b, The authority of Assistant Directors and the Executive for
A&M to approve obligations and expenditures of unvouchered funds
without prior approval of the Director is withdrawn, :

‘e. (1) A1l obligations, edvances and expenditures of unvouchered
funds for any purpose must be approved in advance by the
Director, or his representative designated in writing,

(2) Requests for authority to obligate, advance, or

expend unvouchered funds will be initiated by interested

Branch or similar Chiefs and forwarded through Assistant

Directors or Staff Section Heads and the Executive for

A& to the Director, except those projects submitted for -

action by the Projects Review Committee under the provi=- = STATINTL
sions of CIG Administrative Order H dated 25 Octo- _ TL.
ber 1946, Recommendations of the Projects Review Com=

mittee will be submltted to the Director for final action

in each case,

(3): Requests for authority to advance unvouchered funds
under approved recommendations of the Projects Review

., Committee and vouchers covering expenditures thereunder
will be reviewed by the Branch or similar chief, who will
enter thereon the number and date of the approved project,
and forward it through his Office or Staff Seetion Head
for approval and transmission to the Chief, Special Ser-
vices Division, Budget and Finance Branch, A&M, for action.

(&) Advances of unvouchered funds and certification for
peyment of vouchers covering -expenditures and obligations.
of unvouchered funds in accordance with preseribed regula=-

~ tions may be made by the Chief and Deputy Chief, Budget
and Finance Branch, A&ll, or the Chief, Special Services

" Division of that Branch, when prior approval of the pro-

‘ ject has been obtained under the provisions of this direc-
tive, ; . v
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(5) Vouchers covering expenditures or obligations of

! ; unvouchered ‘funds approved by action other than by the
[ . o Projects Review Committee will be handled in the same

o - - manner as indicated in (3) above,

2, A memorandum of instructions for the guidance of individuals who
may travel under authorization involving reimbursement from unvouchered funds
~1s attached,

. 3, The Executive Director and the Executive for Administration and
Management ere authorized in the name of the Director of Central Intelligence:

a, To approve travel within the continentel limits of the
‘ United States of prospective employees to Washington for inter-
v view when considered as essentisl in the best interests of CIG,

b, To approve travel within the continental limits of the
United States for recruiting purposes and/or incidental expenses
incident thereto vhen circumstances in connection therewith wer-
rant utilization of unvouchered funds,

c. To take final action on, or meke recommendations to the
Director in connection with cases normally handled under the pro=-
visions of puragraph lc(4) cbove when the individuals listed
. therein are in disagreement with requests or vouchers presented
i : to them for action.

! 4, Payment of the saleries of individuals employed on an unvouchered
' funds status pending the establishment of vouchered positions by the Civil
Service Commission is authorized only until the date of establishment of
the vouchered position in each case.

5, a, Each Assistant Director (except ADSO) and Staff Section
Head will submit to the Projects Review Committee in writing,
within ten deys after receipt of this memorandum, his antici-
pated: normal requirements, not previously approved by the Direc=
tor, for unvouchered funds, by quarter, for the balance of the
Fiscal Year 1948, A list of suggested classifications to be
submitted is attached.

b, Major projects involving lerge expenditures which ere not

yet developed to & point which will permit factual end intelligent
presentation may be omitted and submitted separately at later dates.

STATINTL

Rear Admiral, USN

, L Director of Central Intelligence
-2 Attachments .

o le Instructions for Travelers

2, List of suggested classifications for projects

 DISTRIBUTION "A"
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1, The use of unvouchered funds for travel and ‘expenses incident thereto
c will be authorized only when the nature of the travel or official
8 . » duties in connection therewith is such that security congiderations
‘make it impracticable to pay travel costs from vouchered funds. All
. travel to be peid from unvouchered funds must be authorized or approved
" by the Director or his designee in writing

‘ 2. A reqguest fcr authorization to travel under unvouchered funds ehoﬁld

: L . be initiated by the appropriate Branch Chief and forwarded thro

; i the Assistant Director or Staff Section Chief and the Executive

' Administration and Management for approval. ' The approved request
willl be returned to the traveler and a signed copy forwarded to the o
; Chief, Special Services Division, Budget end Finance Branch, and will o
:constitute the authority for payment of the traveler's account upon i
' submiasion of a proper voucher.. :

 ADVANCES

1, After the travel has been authorized by the Director, an advance of i
‘funds .required to cover the anticipated costs of travel may be - , ’ g
secured by the traveler from the Chief, Special Services Division, : : §
All advances must be fully accounted for by the traveler, :

PE OF EXPENSES ALLOWED

1. Reimbursement will be made for actusl costs 'of transportetion by rail,
bus, vessel, end air; and for taxi fares to and from railway stations,
air or bus terminels, The lowest available first-class facilities
may be secured, Luxury compartments, ete., are not allowed unless
specifically justified by the circumstances. Travel by personally

. : owned automoblle or special conveyance, as distinguished from public

- n common carrier facilities, must be spec:.flcally authorized or ex-

plained, .

2, Per diem in lieu of subsistence will be allowed a traveler while he
is away from his official station, Regardless of the amount actually
spent by the traveler for personal items such as hotel rooms, meals,
‘laundry, tips, etc., he will be reimbursed for only the amount of
the stipulated per diem. The per diem rate for civilians in the
U, S..is $6,00 per day.  For civilians traveling abroed the rate
varies from $7,00 upwards depending upon the location, The rates
“of per diem paid to militery and navel personnel will not exceed

: that provided in military and naval regulations.

'3+, Under certain. circumstunces entertamment expenses in connection

" with securing confidential information and related official pur=

poses will be allowed.,. The official purpose or necessity for the
entertainment and the date and place must be. shown, The number of , o
persons entertained must be indicated together with a statement S
that names of the persons entertained are withheld for security :

reasons,.
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" de An itemization end justlfication of 8ll entertainment or

e, Paild receipts supporting all expenditures, 6r an explana=

-2 -

‘Miscellaneous incidental ekﬁeﬁses such as hire of stenbgraphic ’ser-'

vieces, rental of special quarters for offieial purposes, payment of

- telephone and telegraph charges, ctc., may be allowed when the

oﬁ‘icial ‘necessity therefor is properly explained, .

PREPARATION OF TRAVE EXPENSE VOUCHER

'Upon completion of travel the traveler will prepare Travel VOuchm ‘ ,
- Form No, 33=12 with the following information indicated thereon: i

a, An itinerary showing the dates and times of departure from
‘and arrival at his official station and po:mts visited on
official business.,

b. An item:[zation of per diem claimed, computed on the basis
of the traveler's itinerary.

c,. An itemization of all transpbrtatiori charges paid and an
‘explanation of any special conveyances or luxury accommo=
dations used.

incidental expenses claimed.

tion as to why such receipts were not obtained

‘The traveler will sign the Travel Voucher Form No. 33-12 as "Payee"

and the eppropriate Branch or Office Chief will sign zs "Approving i
Officer", The Travel Account will then be forwarded to the Chief, ‘ i
Special Services Division, Room 210, Central Building, for audit

and peyment, :

Attachment 1, Lo

.° - Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010046-3




Approvedf r Release 20@11/,58/02 : CIA- RDP81 -00728R000100010046- 3!
a

// Suggested Items for Unvouchered Proposals

/(When classification of Pro;]eots warran‘b the use of unvouchered funda)v.~

// 01, Personal Servi‘ces'
WA Non—Civil Service Employees

Consultants

02, Travel
Transportation of Persons
Subsistence (reimbursement for actual expense or per diem)
Incidental Travel Expenses .

P Assessment and Recruiting Expense
‘ [ Reimbursement for use of Privately*O\med Automo'bile

03, Transportation

| : Transportation of Things »
& ' " Dby COMunicétion Sery_;c_eas_
L L Telegraph |

Rental of Post Office Box
Telephone Installation Costs, Rental, and Tolls

Postage

05, Rents and Utilitx Services

‘Rental of Office
Equipment Rental .
Utility Services

07, Othef Contracﬂual Services

Storage and Maintenance of Vehicles
Security Investigations (of Individuals)
Purchase of Information from Individuals or Firms L o
Fntertainment Expense . - : ‘ ; |
Contract Stenogravhic Services S

Nenspaper and Magazine Clipping Service

08, _Supplies and Mgter:l,als

office (Emergency)
Publications

- Attachment 2. -
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CONFIDENTIAL -

" CDNTRAL INTELLIGENCE AGENOY /M [/
A \ Washin[gton, D. Co '“C"

‘ADN'LNISTRATIVE INSTRUCTION p : ., 3 Ootober 1947
NUMBER - : . ‘

SUBJECT: Uﬁ%rduchered funds

1 'Parograph 3a, Administmuve Instruction- dated
‘10 oeptomber 1947,  is rosanded.v S : ' '

"~ 2e No prospect;ve employee of CIﬁ will be brought to:

T Washington for interview except with the prior personal approval

‘of the Director ih each cases These instructions apply to all
acta.vmtles of .CIA, :ncludlng the Office . of Special Operfxtions.

]'OR TIII] DIRPOTOR OF” CFNTRAL INTELLIGENFE'

DI.:TRIBUTION:A SR S (2982)

Approved For.Release 2001[08/02 : CIA-RDP81-00728R000100010046-3




Approved For Release 2001/08/0' ClA-RDP81 00728R000100010046-3‘ft

" CONFIDENTIAL |

bt CDNTRAL INTELLIGENCE GROUE, R AR 4P
"».;2SX1A PEEE N ; Sl ,Wr;s‘m.n[rton, De ' Co - : : R :

_’.' o .
! . q

CDBXHAL R »;‘ o .

AR ’~“'MDM0nANDUN IR s 17 Sepbember 1947

[ Vobxia . wisr [ An‘lI‘NDM‘E‘\IT
{722 |
L SUBJECT: Unvouchered' Funds’ .

!
|
’ T PR ‘ The clasmflcrx‘o:on of Mcmorandum- above aubJGCt, :
; ‘ da’cod 10 Sap’cember 1‘747, 1s changed from unclasslfled to s
C25X1A ‘COI*II“IDENTIAL. . ( '
Pt ‘ = k . R :
FOR' THE DIRECTCR OF 'CE_NTRAL, INTELLI GENCE
s .
: , , s B " Ixecutive for o
Ploa . N o Administration and Management o
. W armacmmws, % ‘

DISTRIBUTION "A" -
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- CONFIDENTIAL

e w}l " CENIRAL INTELLIGENCE AGENCY
S : : Washington, Dy Co

i
<

- ADMINISTRATIVE INSTRUCTION - ’
NUYBER ety ‘

'SUBJECTY Unvouchored funds

.

: .~ le Paragraph 5&, Administratlvo Instruction- dated ‘
-,.10 bepte'nber 1947, lu resmnded. R N

2 No prospective emploJoo of CIA will be brought to
Vashington for interview except’ with the prior personal approval
of the Director ih each cases These instructions apply to all .
ac-tlvwies of CIA, including the 0ffice of Special Onerut:.ons. R

o R mE DIREGIOR OF CHNTRAL INTELLIGENCEn e e

Admlmsbratlon and Mr’nagemont

ATTACHMEW“S: Cows . - ‘ v '
S ‘ : :

DISTRIBUTION: A . .~ = (2982)
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CONFIDENTIAL

GI‘NTRAL INTELLIGENCE AGENGY w R y
: Washington, Di Coi? 0 e
ADMI\IISTRATIVB INSTRUCTION PR EE 3 October 1947
SUBJDGT:\ 'Unvoucheréd mndsm R S Vel Do o E "j( 3
: l. Paragraph Sa\. Admimstratlve Instructmn - da‘ted”
\10 Septomber 1947, is resmnded., : ¢ .

X 2. No prospectlve employee o*‘ CIA will be broubht to. - e
Wathngton for: interview except with the prior personal’ approval . 3
of.the D:.rector ih each cases These instructions epply to all
nctivrbies of: CIA, 1nc1ud1ng the Offlce of. Speclal Operutlons.

‘ |

L : '

FOR THE DIRECTOR OF CE NT.RAL INTDLLIGDNCE: K

Admlnlstratlon and Management -

CATTACHMENTS: NONE . e

~ DISTRIBUTION:' A . . ' ' o (2982)
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